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1.0 Getting Started

The Online System for Clerkship Application and Review (OSCAR) is a web-based system
that enables clerkship applicants to file complete applications and recommenders to file
letters of recommendation online. Applicants designate the OSCAR-participating judges to
whom they wish to apply. OSCAR-participating judges are able sort and screen the
applications directed to them and print only what they want to read in hard copy.

The OSCAR system sends out an email invitation called an Evite to the recommender once
the first applicant desginates that recommender and submits the application. The Evite
email welcomes the recommender to OSCAR, provides the website link, and issues the
username and password. Recommenders will receive ONLY one Evite email from OSCAR
that notifies them that an applicant has requested a recommendation letter. The Evite
email is only generated on the first request for recommendation for that recommender.
Recommenders will not receive an Evite email for each additional recommendation request,
even for new applicants. Additional applicants who request a recommendation from a
recommender who has been added to the OSCAR system will simply be added to the
recommender’'s Requested Recommendations list in OSCAR. The law schools have the
ability in OSCAR to periodically send reminder emails to their recommenders who have
pending recommendations.

This user manual provides guidance to recommenders on how to perform the following
functions:

o Logging into the system
o Viewing requests for recommendation letters
o Uploading recommendation letters

OSCAR provides a feature for recommenders to upload letters of recommendation that have
been created in another file format and/or to create letters of recommendation within
OSCAR using the online editor. OSCAR also has a mail merge function in the online editor
that allows the user to batch upload a letter and address it to multiple judges. Note: Once
the letters are viewable by the judges, letters of recommendation cannot be edited,
withdrawn, or deleted. The exceptions are student applications will not be released
to the judges until noon September 6, 2006 and alumni applicants can place their
applications in a Hold for Later Submission status. In both cases, their
recommendations letters my be edited or deleted since the applications have not
been released to the judges.

1.1 Help Desk

Call the OSCAR Help Desk at (202) 354-3005 Monday through Friday, between 8:30 am and
5:00 pm Eastern Standard Time,, for telephone assistance in using OSCAR. Questions can
also be directed via email at oscar-support@dcd.uscourts.gov.
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1.2 OSCAR Information Resources

After logging into the system, OSCAR displays instructions and direct online access to the
OSCAR user guides, information on converting documents to .pdf format, and Help.

1.3 Hardware and Software Requirements

The following hardware and software are needed to use the OSCAR system.

o A personal computer running a standard operating system such as Microsoft
Windows
o Internet access and Web browser (Internet Explorer 5.5 and above, Firefox,

and Netscape 7.2 and above are recommended)
o Adobe Acrobat Reader

Note: OSCAR only allows documents to be uploaded in .pdf format. OSCAR provides an
online editor for users to create their letters within OSCAR.

1.4 Basic User Interactions

Users normally interact with the OSCAR system in three ways:

o Entering information in data fields
o Using the mouse to click on hyperlinks
o Selecting command buttons to direct system activities

1.5 Button Descriptions

Apply The Apply Search button allows the user to search for an
Search applicant’s name and/or email.
Back Users click on the OSCAR Back button to go back to the previous

screen. For optimal performance, use the OSCAR Back button as
opposed to the web browser’s Back button.

Help The Help button provides users access to system questions and
answers.
Submit The Submit button allows the user to perform a function and exit that

record. Once a letter is submitted, that letter cannot be edited or
withdrawn if the application has already been released to the judge.
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2.0 Accessing the OSCAR System

This section provides instructions for entering the OSCAR system.

1. From your Internet browser, type in the following address to go to the OSCAR
website: https://oscar.symplicity.com

2. Login to system by clicking the OSCAR Sign-in tab and entering your
username and password and clicking the “Go” button. (Note: Clicking
“Reset” will clear your entry.)

Note: Recommenders will receive their usernames and passwords from the Evite email and
may even access OSCAR from the link located within the Evite.

Figure 1. Logging into the System

Thursday, June 1, 2006 | 8:38 am

= powered by symplicity

Welcome
0SCAR Sign-In { Forgot Password Y Applicant Registration |

OSCAR's name was the brainchild of Gircuit Judge Edward R. Becker. In fact, 0SCAR would not have been possible at all without Judge Becker's energy
and leadership.
We deeply regrethis death, on May 19,2006, in Philadelphia.

/ersion 2.0 Release Schedule

password below.

Wihat's New for OSCAR

and above, Firefox, or Netscape 7.2 and above as their Infernet browser to acoess OSCAR.
 usernamme.

2.1 Forgot Password

Users who forget their password must retrieve it through the Forgot Password tab on the
OSCAR Welcome page.

1. Click on the Forgot Password tab.

2. Enter your username. OSCAR will reset your password and email it to you.
NOTE: For recommenders, your username is your email address.

Note: The OSCAR Help Desk cannot retrieve forgotten passwords. Users must use the
Forgot Password feature. If a user forgets his or her username, call the OSCAR Help Desk
at 202-354-3005 or send an email at oscar-support@dcd.uscourts.gov.

Figure 2. Forgot Password
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3.0 OSCAR Home Page

Once logged in, OSCAR displays the following home page with a listing of applicants who
have requested letters of recommendation. This list displays the applicant’s name, law
school, and the status of requested recommendations. The navigation bar located at the
top of the screen gives the user the ability to select Requested Recommendations or
Completed Recommendations.

Figure 3. Home Page

— -
JURR

—

W FOR CLERKS

REVIEW

Completed

Manday, May 8, 2008 | 8:44 am | User: samaha - Recammender § Legout

Requested Recommendations

(@ Instructions

(OSCAR provides a feature for recommenders to upload |etters of recommendation that have been created in another file format and/or to create letters of recommendation within ©SCAR using the online editor. Any
recomrendation letters uploaded from another file must be in pdf format. Letters created in the OSCAR online editor are exempt from the pdf format reguirernent. For more information on conveding your letters
from anather file format, please click on the link below tited Converling Documents to PDF Format.

You may subimit one o several difierent letiers of recommendation to muttiple judges for an individual applicant. Click on an applicant below to begin. You will be promptad to uplnad a file or input a letter onling,
and choose which judges will receive the lether,

MOTE: Recommenders will onty RECENWE OME Evite email with their 0SCAR username and passward. Recommenders will MOT receive an email for each additional recommendation reguest.

b User Guides

b Ereguently Asked Questions

» Converting Documents to .PDF Format
b Holn

Search on the applicant's first/last name,
and/ar amail.

Q apply search

Items 1.3 0f 3 < Previous | Jump
Last Hame v First Name JDILLB From v Requested Recommendations
Cascio Joseph The University of Chicago Law School 1 pending, 0 complete
Ortman William The University of Chicago Law School 1 pending, 0 complete
Specht Jason The University o Chicago Law School 1 pending, 0 complets
ttems 13 0f 3 <Previous | Jurnp [1 ]| Next »
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4.0 Recommendation Requests

This section of the user guide addresses viewing recommendation requests, uploading
recommendation letters from an existing .pdf format file, and creating recommendation
letters within OSCAR. Recommenders have the ability in OSCAR to upload a
recommendation letter for a single judge or multiple judges.

Note: Once the letters are viewable by the judges, letters of recommendation cannot be
edited, withdrawn, or deleted. The exceptions are student applications will not be
released to the judges until noon September 6, 2006 and alumni applicants can
place their applications in a Hold for Later Submission status. In both cases, their
recommendations letters may be edited or deleted since the applications have not
been released to the judges.

4.1 Viewing Recommendation Requests

Users can view the latest status of their recommendation requests from Requested
Recommendations located on the top left navigation bar. On the screen, each row lists the
applicant name and number of pending, completed, or withdrawn recommendation
requests. The Requested Recommendations column displays the number of
recommendations pending for the applicant listed in the first column in red, the number of
recommendations already submitted in green, and any requested recommendations for
applications that have been withdrawn in gray.

1. Click on Requested Recommendations on the top left navigation bar.

2. Click on the applicant’s last name. The Submit Recommendations tab
appears. If there are no pending recommendations, OSCAR displays text
stating “"You have no pending recommendations.” Click on the Back button
or Requested Recommendations List to go back to the list of requests.

Figure 4. Request Recommendations

A A
4L OSCA
wilw
e

3 Requested Recommendations

Requested

(@ Instructions

OSCAR provides afeature for to upload letters of
o

that have been created in another file farmat andior to create letiers of recommendation within 0SCAR using the online
mat. Letiers created in the OSCAR online editor are exempt from the pof farmat requirerner on converting yo

editor. Any
recammendation lette ded from anather fle must b s ters:
from anather file format, please click on the link below tiled Converting Documents to .PDF Format.

it one or several different Iefters of recommendation to muliple judges for an individual applicant. Click on an applicant belaw 1o begin. You will be pramyted to upload a file or input a letier online,
and choose which judges will receive the letter.

NOTE: Recommenders will only RECEIVE ONE Evite email with their OSCAR usemarme ant d passwore d. Recommen ders will NOT receive an email for each addiional recommendation request.

Q Apply search

< Previous | Jump [1 %] | Next >

LastName v First Name

JDILLBFrom v

Requested Recomment ations

Cascio Joseph

Ortman William

Spesht Jason

The University of Chicago Law School
The University of Chicago Law School

The University of Chicago Law School

1 pending, 0 complete
1 pending, 0 complete

1 pending, 0 complete

ttems 1-30f 3

<Previous | Jump [1 3] | Next>
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Figure 5. No Pending Recommendations

/_\11@05 CAR

SYSTEM FOR CLERKSHIP APPLICATION & REVIEW

L] -
LI powered by symnl\'cilyj

=1

i Completed

Drenp

=/ Requested Recommendations

Thussdsy, June 1, 2008 | 9:33 sm | User. samaha - Recommendor  Logout

BACK ) REQUESTED RECOMMENDATIONS LIST

Submit

You have no pending recommendations.

| Applicant Information =)
First William
Name
Middle B
Initial
Last Ortman
Name

Email wotman@uchicago edu

Address

BABS Swarthmore College
From

JDILLE The University of Chicago Law School
From

| Merge Fields =
| Ie line |

|
o

|
note that the fields must by typed exactly as they

3. If there are pending recommendations, the Submit Recommendations tab will
display a more in-depth screen. The screen provides a list of judges to whom
the applicant is applying with a check box next to each judge’s name. OSCAR
allows you to submit recommendation letters in two different ways: (1)
uploading an existing letter that is a .pdf document or (2) using the online
editor to compose your letter within OSCAR. The screen displays the
applicant’s information in the Applicant Information box located on the right
of the screen. The Merge Fields box displays the following information:

If you choose to type or paste a letter into the online
editor, you may include any of the fields listed below.
They will be merged to fill in the respective values when
you complete your recommendation. Please note that the
fields must be typed exactly as they appear; you may
copy and paste them from the list to insure accuracy.

Note: If you choose to upload an already completed letter
instead of using the online editor, this merge feature will
not be available to you.

Applicant:

[Iname] - applicant last name
[fname] - applicant first name
[email] - applicant email address
[law_school]
[undergraduate_school]

Judge:

[judge_fname] - judge first name

[judge_lname] - judge last name

[formatted_judgename] - first name, last name, generation/suffix
(eg., Ir.)

[honorable_judgename] - The Honorable with judge’s full name
[formatted_address] - judge title, court, address, city, state, and zip
code

For Official Use Only
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4.2 Uploading Recommendation Letters from an Existing .pdf File

Recommenders can upload recommendation letters from an existing .pdf formatted file.
OSCAR allows the recommender to upload a letter to a single judge or batch upload a letter
to multiple judges. Note: The OSCAR System only accepts documents already in PDF
format.

1. Click on Requested Recommendations on the left navigation bar.
2. Click on the applicant’s last name.
3. Go to the Attach to Applications field and select the judge. Note: OSCAR

allows the recommender to upload the same recommendation letter for
multiple judges.

4. Go to the Recommendation field and select .pdf File.

Note: If you choose to attach a file, please understand that this identical file
will be transmitted to every judge you check. If you want to send an identical
“to whom it may concern” letter to every judge, this feature is perfect for
that. If you want to personalize the letters at all (including each judge’s
name, for example), you should either submit the letters using the online
editor (instructions begin on page 12) or create individualized letters for each
judge (each with its own filename) and attach the appropriate individual file
to each judge.

5. A blue window box titled File appears under Recommendations.
6. Click on the Browse button and select the document to be attached.
7. Click Submit.

Figure 6. Uploading a .pdf File

Wadnesday, M3y 3, 2008 | 10:11 am | Usar s3mshs - Resommendor i Lagout

fﬁ Requested F dations
(@FBACK () REQUESTED RECOMMENDATIONS LIST

Submit

(@ Note: Copying nt o the online editor may resuitin formatiing fssues du to hidden
characters and formatitems in WordiordPerfect documents. YWe recommend that you type the test in the online editor below, and use First Mame Jason
ne anline ot dformatting. you have @ strong preference for copy from an existing documen, click here MIEIO I B

LastNarne Specht

Applicant Information =

for suggestions.
load a lefter from another file, please ensure that the document has been converted to_pdfformat. For more Email g

inforriation on converting your docurmentto e farmat, click here Address
BABS From Ameri ersi
JDILLE From The University of Chicago Law School

P UserGuides
» Ereauently Asked Questions

* indicates 3 required fisld

ass chanse o this applcant aftached fo
] Setect 21
[ Ectwaret Becker (U.S. Court of Appeals)

recommendation letier in the hox kielovy; choose " paf file” o upload an

[
ackdresst]
acdres s2]

jaddres 53]
city]
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A confirmation screen appears stating “Please review your recommendation.
If you input text, please make sure it is correct. If you are satisfied, click the
Confirm Recommendation button. If you would like to make further

changes, click the Edit Recommendation button.” The screen displays the
name of the Uploaded File and name of the judge for Attach to Applications.

Click Confirm Recommendation to submit the recommendation letter.
Note: Once you click Confirm Recommendation, the letter cannot be edited,
withdrawn, or deleted if the application has already been released to the
judge. See page 7, section 4.0.

Figure 7. Confirm Recommendation

, @ OLINE

SYSTEM FOR CLERKSHIP AP

Completed i Yrep

a Requested Recommendations

Wednesday, May 3, 2006 | 10:37 am | User: ssmaha - Recommendor { Logout

Submit

Q)BACK () REQUESTED RECOMMEHDATIONS LIST

Uploaded File

Please review your recommendation. Ifyou input tex, please make sure itis correct. fyou are satisfied, click the *Confirm Recommendation®
button. If you would like to make further changes, click the "Edit Recormmendation® button

Applicant Information =

FirstName Jason
Middle Initial D,

Aftach to Applications:

@ ©5C Labor Adiustment Farm 12-23-05 paf

LastName Specht

Emall jspechi@uchicago.edu
Address

BABS From American University

1. Edward Becker (U.S. Court of Appeals)

JDILLS From The University of Chicago Law School

Merge Fields =]

confirm

son | | Edit

] If you choose to tto the online edit

to type or pa: or, you may
include any of the fields listed below, They will be merged ta fill in
the respective values when yau complete your recommendation
Please note that the fields must by typed exactly as they appear;

you may copy and paste thern from the list to insure accuracy,

MOTE: If you choose to upload an already completed letter instead of
using the online editar, this merge feature will not be availabls to
you.

Applicant:

(Iname]

[mame]

[emaill

{law_schoal]
[undergraduate_schoal]

Judge:
(ludge_mame]
[udge_Iname]
[nenaration]
liudge_title]
liudge_type]
feour] =
[address1]
[atdress2)
[atdress3)
[eity]
[state]

e

10.

To edit the letter, click Edit Recommendation. The same screen (step 7)
appears; however, a blue box titled Preview appears with the name of the
document uploaded. Click on name of the document and make the change.

Click Submit (or Cancel if you do not want to submit the recommendation).
Note: Once you click Submit, the letter cannot be edited, withdrawn, or
deleted if the application has been released to the judge.
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Figure 8. Edit Recommendation

Recomr i C Recommendations | help

Thursday, June 1, 2008 | 10:21 am | User. samaha - Recommendor : Logout
Requested Recommendations

@ BACK e REQUESTED RECOMMENDATIONS LIST

Submit Recommendation

Please review your recommendation. If you input text, please make sure it is correct. If you are satisfied, click the Applicant Information =]
“Confirm Recommendation” button. If you would like to make further changes, click the "Edit Recommendation™
button. First Joseph
MName
- Widdle F
Uploaded File: nitial
.=_ Last Cascio
‘Rj Collins_resume_pdf I
Email jcascioi@uchicago.edu
Attach to Applications: Address
BABE University of Pennsylvania
From
1. Edward Becker (U.S. Court of Appeals) : ; :
JDILLB The University of Chicago Law School
From
Confirm Rec dation || Edit Rec
Merge Fields =
If you choose to type or paste a letter into the online
editor, you may include any of the fields listed below.
They will be merged to fill in the respective values
when you complete your recommendation. Please
note that the fields must by typed exactly as they |
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4.3 Creating Recommendation Letters Using the Online Editor

OSCAR has an online editor feature that allows recommenders to create recommendation
letters within the system. The recommender can create a letter for one judge or multiple
judges. When creating a single letter for multiple judges, the recommender must use the
mail merge feature. The mail merge feature is located in the Merge Fields box on the right
side of the screen. OSCAR displays the following instructions for the mail merge feature:

If you choose to type or paste a letter into the online editor, you
may include any of the fields listed below. They will be merged to
fill in the respective values when you complete your
recommendation. Please note that the fields must be typed exactly
as they appear; you may copy and paste them from the list to
insure accuracy.

Note: If you choose to upload an already completed letter instead
of using the online editor, this merge feature will not be available
to you.

Applicant:

[Iname] - applicant last name
[fname] - applicant first name
[email] - applicant email address
[law_school]
[undergraduate_school]

Judge:

[judge_fname] - judge first name

[judge_lname] - judge last name

[formatted_judgename] - first name, last name, generation/suffix (eg., Jr.)
[honorable_judgename] - The Honorable with judge’s full name
[formatted_address] - judge title, court, address, city, state, and zip code

Note: Copying and pasting from a Word or WordPerfect document into the online editor may
result in formatting issues due to hidden characters and format items in Word or
WordPerfect documents. We recommend that you type the text in the online editor below,
and use the online editor for merging and formatting. However, if you choose to copy and
paste, we suggest that you paste the text to Notepad first, which you can find from the
Windows Start menu under Programs/Accessories. Pasting to Notepad will strip most
(though not necessarily all) of the hidden characters. You can then copy and paste the text
from Notepad to the online editor box, then add/edit text or make formatting changes. If
you want to be sure that you have deleted all the hidden codes/characters, you can click on
the <> icon in the second row of the online editor toolbar. This will make all the hidden
code visible, and each piece will be surrounded by the <> symbols (e.g., ). You must work
carefully to make sure you get them all, without accidentally deleting any of your work.
When you finish, click on the <> icon again and you can make any formatting corrections in
the online editor.
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1. From the Requested Recommendations List, click on the name of the
applicant.

2. Select the judges to receive the recommendation letters.

3. Select online editor.

4. If there is one version of the recommendation letter that you would like to

submit to multiple judges, you can use the basic "mail merge” feature of the
online editor (as explained in the Merge Fields box on the bottom left of the
screen) to individually address the letter to each judge by typing “Dear Judge
[judge_Iname]” at the beginning of the letter. Remember to check only those
boxes next to the judges you would like to receive the particular version you
are composing.

5. Click Submit.

Figure 9. Creating Letters Using Online Editor

Recommendation for Joseph Cascio From Law School 8

*indicates & required field

Merge Fields =]

If yvou choose to type or paste a letter
into the online editor, you may include
any of the fields listed below. They will
be merged to fill in the respective
values when you complete your
recommendation. Please note that the
fields must by typed exactly as they
appear; you may copy and paste them
from the list to insure accuracy.

Attach to Applications*: Please choose which applications for thiz applicant this recommendation should be attached to
7 selectal
¥ Edward Becker (U.S. Court of Appealz)

Recommendation®: Choose "online editor” to compose, format, and edit your recommendation letter in the box below; choose ".pdf file” to
uplead an existing .pdf file containing the recemmendation.
fopmm e NOTE: If you choose to upload an
oriie: ediioe pdf fie already completed letter instead of

using the online editor, this merge

Note: To inzert a gingle line break, hold down the Shift key and prezs Enter.

m | I'I'lmes New Roman ;I I 3(12pt) ;I INnrmaI

-l B 7 U 8| |00

feature will not be available to you.

Applicant:

| T ds | — =< (B & B3

E=S=E| M| i=i= €

[Iname]
[fname]

[email]
[law_schoaol]
[undergraduate

[formatted address] Mail Merge

Functions

Dear Judge [judge Iname], (T

[iudge_fname]
[judge_lname]
[formatted_judgenam
[honorable_judgename] (judge name
with The Honorable)
[formatted_address]

I am writing a letter on behalf of applicant ....,

6. A confirmation screen appears informing the user to “Please review your
recommendation. If you input text, please make sure it is correct. If you are
satisfied, click the Confirm Recommendation button. Note: Letters of
recommendation can only be edited or deleted only if the applicant is a
current student or the applicant is an alumnus who has saved their
application in the Hold for Later Submission mode. If you would like to
make further changes, click the Edit Recommendation button.” The screen
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displays the Typed-In Letter and a list of selected judges. Note: The merge

fields you have chosen will be replaced with the appropriate data when the
letter is completed.

Figure 10. Confirm Recommendation Letter

T ; 3 Py
 powered by symplicity | —
==

heip

Wednesday, May 3, 2008 | 12:04 pm | User: samahz - Recammendor § Logsut

i?j Requested Recommendations
o BACK @ REQUESTED RECOMMENDATIONS LIST

Submit
Flease review your recommendation. [fvou input texd, please make sure itis correct. [fyou are satisfied, click the "Confirm Recommendation” Applicant Information =
button. Ifyou would like to make further changes, click the "Edit Recommendation” button
First Name Jason
Typed-In Latter: hiddle Initial D
LastMame Specht
@ Mote: The merge fields you have chosen will be replaced with the appropriate data when the letter is completed. You may preview how Angg:'ﬁ‘ specht@uchicagn edy
our merged recommendation will laok by elicking the B icon nextto each judge narme below.
L (e ¥ o Judg BABS From American University
JOJLLE From The University of Chicago Law School
fiudge_fname] [judge_Iname] N
[gereration] Merge Fields =]
[iudae_title] If you choose to type or paste a letter into the online editor, you may
ludge_type] include any of the fields listed below. They will be merged to fillin
[cour] the respective values when you complete your recommendation,
[address1] Please note that the fields must by typed sxactly as they appear;
you may copy and paste themn from the list to insure accuracy.
[addressZ]
[addrass3] MOTE: If you choose to upload an already completed letter instead of
[eity] using the online editor, this merge feature will not be available to
[state] you.
[zin] ;
Applicant:
Dear Judge [judge_Iname], Pr;:rmn:}
. [email]
This is just a test. law_schaal]
[undergraduate_school]
Judge:
Aftach to Applications: liudae_fharne]
liudge_lname]
[aeneration]
1. Edward Becker (U 8. Court of Appeals) = [iudge_title]
[ludge_type]
[court] -
Confirm dati || Edit dati | [address1]
[address2]
[address3]
7. To edit the letter, click on the Edit Recommendation button. The letter in

the online editor box appears. Make the necessary changes and click
Submit. You will be taken back to the confirmation screen. If you are
satisfied, click the Confirm Recommendation button. Note: Letters of
recommendation can only be edited or deleted only if the applicant is a
current student or the applicant is an alumnus who has saved their
application in the Hold for Later Submission mode.

8. To view the appearance of the letter, click on the icon next to the judge’s
name in the Attach to Applications list. A PDF version of the letter will open
in a separate window.
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4.4 Completed Recommendations

The Completed Recommendations tab allows recommenders to perform the following
functions:

o Preview completed recommendation requests
o Search through applicants requesting recommendations
o Delete and edit recommendation letters (Note: This function can only be

performed if the applicant is a current student or if the applicant is an
alumnus who hasn’t submitted their application and has placed the application
on Hold for Later Submission).

1. Click on the Completed Recommendations tab.

2. Click on the PDF document in the Preview column next to an applicant’s
name. The PDF file should open in another window displaying the actual
recommendation letter.

3. For recommenders with multiple applicants, click in the Applicant Search
field and type the name of the applicant you’d like to search for.

4, To delete a recommendation, click on the icon with the red x to the left of the
applicant’s name. A message asking “Are you sure you wan to delete this
recommendation?” will appear. Click OK to proceed.

5. To edit a recommendation, click on the icon with the pencil to the left of the
applicant’'s name, make your changes, and click on the Submit button.
Note: This function can only be performed if the OSCAR online editor was
used to create the recommendation letter.

Figure 11. Completed Recommendations
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Figure 12. Edit Recommendation
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5.0 Accessing OSCAR as the CC

OSCAR was designed for applicants to designate their recommenders and carbon copy (cc:)
their recommendation requests to a designated law school staff person. The cc: feature is
setup to allow the recommender’s assistant or other designated law school staff person to
have access to the recommender’s account in order to upload recommendation letters.
Note: An applicant may only designate one cc: law school staff person per recommender.

Recommenders will receive one Evite email from OSCAR that notifies them that an applicant
has requested a recommendation letter. The Evite email is only generated on the first
request for recommendation for that recommender. Recommenders will not receive an
Evite email for each adidtional recommendation request, even for new applicants. The Evite
email will welcome the recommender to OSCAR, provide the website link, and issue the
username and password. OSCAR will periodically send reminder emails to only
recommenders (and cc’s) who have pending recommendations. The designated cc: law
school staff person will receive a copy of the Evite email that is sent to the recommender
providing the recommender’s username and password. The cc: capability will allow the user
to access the recommender’s account and upload recommendation letters on behalf of the
recommender. The cc: law school staff person will use this user guide in the same manner
as the recommender.
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6.0 Help Feature

OSCAR provides a Help feature for users to access when they have any system questions.
The Help feature is located towards the top right of the screen.

1. Click on the Help link from the Requested Recommendations or the
Completed Recommendation tab.

2. A list of help questions will appear on the left-side of the screen.

3. Click on the applicable question.

Figure 13. Help Screen
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OSCAR provides a feature for recommenders to upload letters of recommendation that have been created in anather file format and/or to create letters of recommendation
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Format
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Q Apply search

Items 1-30f 3 <Previuus|Jump|Next>

Last Hame v First Name JDALB From v Requested Recommendations

Cascio Joseph The University of Chicago Law School 0 pending, 1 complete
Ortman William The University of Chicago Law School 0 pending, 1 complete
Specht Jason The University of Chicago Law School 1 pending, 0 complete
iterns 1-3 0f 3 <Previuus|Jump|Next>
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7.0 Logging Out

To log out of the system, click on Logout located at the top of the screen. Users can log
out of the system from any OSCAR screen.

Figure 14. Logging out
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Last Name v  First Name JDALLB From v Requested Recommendations

Cascio Joseph The University of Chicago Law School 1 pending, 0 complete
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